COMMUNICATION 101 


THE BASICS OF EFFECTIVE COMMUNICATION 

Have you been in a situation where someone speaks directly at you but does not 
communicate with you at all? Maybe in a classroom a teacher kept going round 
and round his topic and then eventually asks, "Do you understand?" He 
obviously receives the usual premeditated answer, "Yes". Or in your village 
meeting or church the speaker continues in the excited state of talking to his 
audience but you are there seated and wondering what in heaven's name he is 
talking about. One thing that I have realized is that we often confuse talking 
with communication. We have developed a culture of people who want to be 
heard by others irrespective of if they are communicating with them or not. 

Is there a difference between talking and communicating? Much indeed. While 
talking simply means speaking in order to give information or express ideas or feelings, 
to communicate takes it a whole lot deeper. The word communication comes 
from the Latin root word communis, which means to make something common 
or to share a thing between people. While talking is majorly a one-way traffic, 
communication is two-way. If talking is giving, communication is giving and 
taking. 

So why can't we communicate? Well one of the reasons is that we haven't been 
taught or that we failed to learn. The poor communicator is the husband who 
walks in the door and says, "Hi, Honey", which ends up being everything he will 
say that evening, or the wife who sinks into silent treatment because her 
husband said something that hurt her feelings; both are not demonstrating they 
have mastered many communication skills. 

Many people keep their communication on a superficial level because they lack 
basic skills in the art of dialogue. 

Another reason people fail to communicate adequately is that they are afraid to 
share real thoughts and feelings with others. Fear of experiencing the ultimate 
hurt - rejection - blocks open sharing of thoughts and feelings. 




A third reason people fail to communicate is that it is easier to avoid and repress 
ideas and feelings than it is to learn how to process them properly. This reason 
is closely connected to how we feel about ourselves, because; if you feel your 
opinions are worthless, why attempt to share them? 

So, let's get into it. How do you develop the skill of effective communication? I 
will give you four simple steps. If you can implement these steps you will make 
significant progress in communication. 

#1: Become an engaged listener. People often focus on what they should say, 
but effective communication is less about talking and more about listening. 
Listening well means not just understanding the words or the information being 
communicated, but also understanding the emotions the speaker is trying to 
communicate. 

There's a big difference between engaged listening and simply hearing. When 
you really listen— when you're engaged with what's being said— you'll hear the 
subtle intonations in someone's voice that tell you how that person is feeling and 
the emotions they're trying to communicate. You will be able to decode what 
that pause in-between the sentence was. To be an engaged listener means you 
are not simply listening to answer but listening to understand perfectly. When 
you're an engaged listener, not only will you better understand the other person, 
you'll also make that person feel heard and understood, which can help build a 
stronger, deeper connection between you. 

By communicating in this way, you'll also experience a process that lowers stress 
and supports physical and emotional well-being. If the person you're talking to is 
calm, for example, listening in an engaged way will help to calm you, too. 
Similarly, if the person is agitated, you can help calm them by listening in an 
attentive way and making the person feel understood. 

#2. Pay attention to nonverbal signals: When we communicate things what we 
care about, we do so mainly using nonverbal signals. Nonverbal communication, 
or body language, includes facial expressions, body movement and gestures, 
eye contact, posture, the tone of your voice, and even your muscle tension and 



breathing. The way you look, listen, move, and react to another person tells 
them more about how you're feeling than words alone ever can. 

Developing the ability to understand and use nonverbal communication can help 
you connect with others, express what you really mean, navigate challenging 
situations, and build better relationships at home and work. 

• You can enhance effective communication by using open body language- 
arms uncrossed, standing with an open stance or sitting on the edge of 
your seat, and maintaining eye contact with the person you're talking to. 

• You can also use body language to emphasize or enhance your verbal 
message— patting a friend on the back while complimenting him on his 
success, for example, or pounding your fists to underline your message. 

#3. Keep stress in check: To communicate effectively, you need to be aware of 
and in control of your emotions. And that means learning how to manage stress. 
When you're stressed, you're more likely to misread other people, send 
confusing or off-putting nonverbal signals, and lapse into unhealthy knee-jerk 
patterns of behavior. 

How many times have you felt stressed during a disagreement with your spouse, 
kids, boss, friends, or coworkers and then said or done something you later 
regretted? If you can quickly relieve stress and return to a calm state, you'll not 
only avoid such regrets, but in many cases you'll also help to calm the other 
person as well. It's only when you're in a calm, relaxed state that you'll be able 
to know whether the situation requires a response, or whether the other 
person's signals indicate it would be better to remain silent. 

In situations such as a job interview, business presentation, high-pressure 
meeting, or introduction to a loved one's family, for example, it's important to 
manage your emotions, think on your feet, and effectively communicate under 
pressure. These tips can help: 

• Use delay tactics to give yourself time to think. 

• Pause to collect your thoughts. Silence isn't necessarily a bad thing — 
pausing can make you seem more in control than rushing your response. 



• Make one point and provide an example or supporting piece of 
information. If your response is too long or you waffle about a number of 
points, you risk losing the listener's interest. 

• Deliver your words clearly. In many cases, how you say something can 
be as important as what you say. Speak clearly, maintain an even tone, 
and make eye contact. Keep your body language relaxed and open. 

• Wrap up with a summary and then stop. Summarize your response and 
then stop talking, even if it leaves a silence in the room. You don't have to 
fill the silence by continuing to talk. 

#4. Assert yourself: Direct, assertive expression makes for clear communication 
and can help boost self-esteem and decision-making. Being assertive means 
expressing your thoughts, feelings, and needs in an open and honest way, while 
standing up for yourself and respecting others. It does NOT mean being hostile, 
aggressive, or demanding. Effective communication is always about 
understanding the other person, not about winning an argument or forcing your 
opinions on others. 



